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CHARACTERISTICS  OF  THE  BOYD  SYLLABIC 

SYSTEM. 


1.  It  is  a  natural  and  Scientific  System  based  on  the 
syllable,  and  has  System,  Simplicity,  Legibility,  Brevity  and 
Speed. 

2.  The  number  of  angles  is  minimized. 

3.  Each  word  is  a  complete  line. 

4.  The  differentiations  are  not  delicate  but  distinct. 

5.  The  different  characters  are  nine  in  number. 

6.  Syllables  occurring  most  frequently  are  represented  by 
the  most  easily  formed  characters. 

7.  Characters  are  free  from  the  restrictions  of  copy  lines. 

8.  No  shading  or  dots  are   necessary  in  the  formation  of 
characters. 


PREFACE. 


A  great  many  books  dealing  in  one  way  or  another  with  the 
art  and  practice  of  shorthand  have  been  written  and 
published.     But  the   majority,  indeed  we  might  with 
equal  justice  say  all  of  them,  have  been  limited  in  circulation, 
and  in  a  sense  limited  also  in  utility,  because  only  the  short- 
hand expert  was  able  to  read  and  use  them  understandingly. 
This  has  not  been  the  fault  of  the  authors  of  these  works. 
Many  of  these  shorthand  treatises  have  been  admirable  both 
in  conception  and  execution.     The  difficulty  has,  rather,  lain  at 
the  /ery  root  of  their  subject,  at  the  cumbersome  complexity 
of  the  systems  they  essayed  to  analyse  and  explain ;  at  the 
insuperable  obstacles  interposed  by  the  very  nature  of  these 
systems  to  any  attempt  to  translate  their  intricacies  into  easily 
understandable  formulas.    There  are  some  things  which  baffle 
the  skill  of  the  most  adept.     The  most  able  shorthand  author*- 
ties  in  the  world  have  tried  time  and  again  to  set  down  the 
rules  of  their  art  in  such  form  that  the  novice  might  gain  there- 
from practical  proficiency  in  shorthand  writing  without  the 
necessity  of  other  instruction,  and  have  always  failed.     And  in 
such  a  task  men  would   be   obliged  to  go  on  heaping  up 
failure  after  failure  until  the  end  of  time.    For  the  old  short- 
hand systems  absolutely  cannot  be  mastered  without  personal 
instruction.    Occasionally  cases   may  be  noted  where  some 
learner  of  abnormal  pluck,   diligence  and  stick-to-it-tiveness 
has  managed  to  learn  some  one  of  the  old  systems  after  a 
manner  without  oral  lessons.     But  it  is  almost  invariably  the 
fact  that  these  phenomenally  persistent  students  never  become 
really  expert  shorthand  writers.    They  are  never  able  to  quite 
overcome  their  original  handicap.    This  serves  to  confirm 
our  previous  statement  that  under  the  old  shorthand  systems, 
treatises  on  the  art  were  neither  comprehensive  nor  practically 
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valuable  to  the  very  persons  whose  interests  in  such  works 
would  naturally  be  greatest,  namely,  would-be  learners  of 
shorthand,  except  of  course,  as  an  auxiliary  to  class  room 
instruction. 

It  is  therefore  with  a  feeling  of  profound  gratification  that  the 
writer  of  these  lines  presents  the  present  work  to  the  public,  a 
gratification  which  he  feels  he  can  justifiably  allude  to  here,  in 
as  much  as  his  part  in  the  preparation  of  this  work  has  been 
that  of  publisher  only.  It  might  be  added,  a  publisher  who 
is  a  zealous  believer  in,  and  writer  of  the  system  herein  treated. 
This  book  is  a  treatise  on  shorthand,  but  it  treats  of  a  new 
kind  of  shorthand. 

The  Syllabic  System  of  Shorthand  is  based  on  principles 
radically  different  from  those  of  any  other  shorthand  system 
ever  hitherto  devised.  Those  principles,  however,  are  so 
simple,  so  natural,  so  seemingly  obvious  in  their  possibilities, 
that  it  seems  utterly  inexplicable  why  they  have  not  long  since 
been  seized  upon  by  seekers  after  simplification  and  improve- 
ment in  shorthand  methods.  We  cannot,  in  other  words, 
understand  how  it  is  that  the  syllabic  principle  should  not 
have  been  previously  thought  of  by  shorthand  investigators. 
Possibly  it  had  been  thought  of,  but  its  possibilities  and  ad- 
vanUges  not  fully  perceived.  This  is  not  a  point,  however, 
which  we  need  follow  further  here.  The  most  important  fact 
for  us  now  is  that  the  Syllabic  principle  has  become 
the  keystone  of  a  system  which  is  revolutionizing  short- 
hand writing,  and  will  ultimately  replace  all  other  systems  at 
present  used. 

As  its  name  would  suggest,  the  Syllabic  System  is  a 
mode  of  writing  by  characters  that  represent  syllables,  rather 
than  by  single  letters,  as  in  longhand,  or  by  characters  repre- 
senting consonants  and  consonant  combinations,  as  in  other 
shorthand  systems.  The  natural  division  of  all  language, 
either  spoken  or  writt  n,  is  in  words,  and  of  all  words  into 
syllables.     If  words  are  to  be  subdivided  into  their  component 
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parts,  as  must  of  necessity  be  done  for  the  purposes  of  short- 
hand writing,  it  is  not  only  advantageous  to  make  the  syllable 
the  unit  of  separation,  but  also  logical  and  natural.  Shorthand 
systems  founded  upon  the  subdividing  of  words  according  to 
vowel   and   consonant   combination*,   are   doing   homage  to 
artificial  and  unnatural  distinctions.     It  has  been  assumed  and 
maintained   by  the  most  eminent  theorists  on  phonographic 
principles,  since  phonography  is,  in  effect,  a  sort  of  sign  writ- 
ing according  to  an  alphabet  of  sounds,  instead  of  an  alphabet 
of  letters,  that  the  various  vowel  and  consonant  sounds  supplied 
the  most  rational  basis  fOr  shorthand  systems.     This,  however, 
is  a  most  erroneous  view,  based  upon  a  misconception  of  the 
relations   of  shorthand   to  spoken  language.     Tne  end  of  a 
syllable   is  the  only  resting  place  in    either  spoken  word  or 
written   line.     A  syllable  is,  in  itself,  a  complete   thing.     It 
does  not  have  the  full  significance  of  a  word,  but  it  does  give 
an  integral  significance  of  its  own.     Letters  have  to  be  com- 
bined into   syllables  before  they  assume  any  distinct  entity, 
either  of  sound  or  of  sense.     The  syllable,  therefore,  furnishes 
the  logical  basis  for  shorthand  writing. 

The  first  thought  that  will  in  this  connection  suggest  itself  to 
persons  unfamiliar  with  the  Syllabic  System  is  that  it  will  require 
the  use  ofa  very  large  number  of  different  characters.  The  letters 
of  the  alphabet  can  be  combined  into  almost  numberless  sylla- 
bles.    But— and  here  is  the  kernel  of  the  whole  matter— only 
a  small  number  of  syllables  are  actually  used  in  either  speech 
or  writing.     The  vast  majority  of  the  syllables  that  could  be 
formed  from  the  letters  of  the  alphabet  are,  in  reality,  practi- 
cally  never  used,   because  they  are  not   needed.     The  live 
working    syllables   of  the   English  language  are  just  112  in 
number.     And  even  among  these  there  are  a  good  many  that 
do  not  often  make  their  appearance  in  common  speech.  This, 
to  anyone  who  has  never  studied  the  matter,  may  seem  almost 
incredible.     But  it  is  an  absolute  fact  as  will  be  readily  seen 
when  you  have  delved  further  into  this  book.     And  it  is  this 
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which  makes  possible  the  wonderful  simplicity  of  the  Syllabic 
System,  in  which  simplicity  lies  its  basic  superiority  over  other 
shorthand  systems.  By  an  extremely  ingenious  and  yet  easily 
understandable  method,  a  few  simple  characters  are  made 
to  do  exactly  the  same  work  that  in'  other  systems  requires 
a  most  elaborate  and  complicated  code. 

Think  of  the  stupendously  tedious  toil  faced  by  the  student 
of  the  old  systems  ;  think  of  the  innumerable  rules  and  char- 
acters whose  significance  he  had  to  learn  and  whose  use  he 
had  to  master ;  think  of  the  months  and  months  of  unremitting 
application  and  ceaseless  drudgery  before  he  could  acquire  any- 
thing like  the  proficiency  required  in  actual  work,  and  then  ask 
yourself  if  the  Syllabic  System— the  average  student  of  which 
is  able  in  four  weeks'  time  to  tai:e  dictation  at  the  rate  of  from 
100  to  125  words  a  minute,  and  read  his  notes  as  readily  as 
longhand— is  not  indeed  as  wonderful  an  invention,  and  one 
of  as  great  importance  to  V,  commercial  world  as  even  wire- 
less telegraphy. 

It  may  be  permissable  to  say,  in  this  connection,  that  the 
writer  does  not  speak  from  hearsay,  or  from  the  theoretical 
nandpoint,  but  from  a  most  intimate  and  familiar  knowledge 
of  the  possibilities  of  the  Syllabic  Shorthand  in  its  every 
phrase.  On  these  points  we  do  not  theorize  ;  we  know.  The 
Syllabic  System  is  not  an  untried  experiment.  It  is  being 
taught  in  a  large  number  of  Syllabic  Shorthand  Colleges 
throughout  the  British  Empire  and  the  United  States.  Hun- 
dreds of  competent  and  thoroughly  practical  stenographers  are 
being  graduated  from  these  colleges  every  mont'  \  thou- 

sands of  other  ambitious  young  men  and  women  are  taking 
courses  in  the  Syllabic  Shorthand  by  the  correspondence 
method.  And  iMs  a  fact  which  no  living  man  can  gainsay 
that  the  graduates  of  these  schools  are  as  proficient  in  their 
profession  and  as  competent  to  handle  any  class  of  commercial 
dictation  with  the  highest  possible  speed  and  accuracy,  as 
those  students  who  learn  shorthand  by  the  old  systems  which 
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Uke  five  times  as  long  to  learn  and  cost,  in  most  cases,  at 
least  five  times  as  much  for  tuition.     He  who  has  mastered  the 
Syllabic  System  possesses  the   best  equipment  possible  for 
shorthand  writing.     The  writer  of  these  lines  has  been  able  to 
test   this   point  hundreds  of  times.     He   has  had  scores  of 
graduates  from   his  college  tell   him   how  absolutely    their 
knowledge  of  Syllabic  Shorthand  covered  every  phonographic 
requirement  in  the  positions  they  had  been  able  to  secure  and 
hold  through  its  agency.     He  has  had  many  employers  of 
these  graduates  tell  him  how  admirable  an  equipment  for  their 
work  these  students  seemed  to  possess  and  what  splendid  satis- 
faction their  work  was  giving.     And  he  believes  as  firmly  as  he 
believes  in  his  own  existence,  that  fifty  years  from  now  (perhaps 
much  sooner)  Syllabic  Shorthand  will  be  in  practically  universal 
use,  to  the  absolute  displacement  of  all  other  shorthand  systems. 
The  Syllabic  System  has  been  developed  and  perfected  just 
at  the  time  when  the  creation  of  such  a  system  is  of  vast 
importance  to  the  business  world.    Good  shorthand  writers  are 
in  constantly  increasing  demand,  owing  to  the  immense  and 
growing  amount  of  correspondence  entailed  in  the  conduct  of 
all  classes  of  modern  business— the  yearly  increase  in  which 
may  be  easily  verified  from  postal  records— and  the  supply  of 
shorthand   writers   falls  far  short  of  equalling  the  demand. 
There  can  be  no  question  that  this  demand  will  go  on  growing 
year  after  year.     Shorthand   is   becoming  an   indispensable 
factor  in  every  business  house  where  any  large  amount  of  cor- 
.  respondence  is  handled.     And  as  the  commerce  of  this  con- 
tinent daily  widens,  so  must  the  need  for  qualified  shorthand 
writers  broaden  also. 

Under  the  Syllabic  System  this  need  can  and  will  be  filled. 
This  system  opens  the  shorthand  field  to  anyone  of  average 
mental  capacity  and  ordinary  application  who  desires  to  take 
it  up.  And  this  brings  us  to  a  still  more  important  point  in  the 
Syllabic  System,  namely,  the  inestimable  advantages  it  offers  to 
would-be  learners  of  shorthand. 
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Few  things  which  a  man  or  woman  can  learn  will  add  more 
to  their  earning  capacity  than  a  practical  knowledge  of  short- 
hand.   A  workable  knowledge  of  shorthand  not  only  affords  a 
chance  for  those  already  employed  in  subordinate  and  ill-paid 
positions  to  vastly  improve  their  prospects,  but  equips  young 
people  who  have  had  no  business  experience  whatsoever  with  a 
fitness  for  a  very  important  class  of  work.     The  stenographer's 
chances  for  advancement  are  infinitely  greater  than  those  of 
the  clerk,   the   book-keeper,    the    salesman    or    any    minor 
employee  ;  for  the  reason  that  the  stenographer  is  in  constant 
touch  with  the  head  of  the  firm  or  its  principal  managers  and 
gains  an  insight  into  its  management  and  methods.     The  clerk 
knows  nothing  of  the  business  beyond  his  or  her  own  counter. 
The  stenographer,  through  wjiose  hands  the  concern's  most 
important  correspondence  passes,  naturally  becomes  familiar 
with  the  inner  details  of  business  management,  with  business 
procedure  and  policy,  with  the  conduct  of  large  affairs,  and 
above  all,  with  the  executive  affairs  of  that  particular  firm  ;  and 
is  obviously,   much  more  likely  to  ultimately  attain  a  man- 
agerial position  than  the  man  or  woman  who  spends  all  day 
waiting  on  customers  or  adding  up  a  column  of  figures.     There 
are  hundreds  and  hundreds  of  bright  young  people  who  recog- 
nize these  facts  and  have  often  thought  of  studying  shorthand, 
but  the  heavy  cost  and  the  months  aiia  months  of  wearisome 
study  before  one  can  obtain  a  fair  speed  in  actual  work  has 
deterred  them  from  doing  so.     To  all  such,  and  to  all  ill-paid 
persons  who  are  vitally  interested  in  increasing  their  earning 
capacity,  the  Syllabic  System  offers  a  short  route  .o  complete 
shorthand  proficiency. 

WILLIAM  T.  MOON. 
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INTRODUCTION. 
^      clvt  "' '"'^-P"-™' •'»"«  '"e  lines  of  s«e„,iflc  d 

have  taken  place  in  the  field  of  di  cove'  fnd  ^n  ""^^T"^' 
little  reflection  wi.1  show  how  natr;":  cop  "h^ C  'T, 
that  .n  n,any  phases  the  desired  goal  has  stood  far  e' 

The  art  of  wnt.ng.  from  a  universal  standpoint    has  unH 
gone  no  appreciable  change  by  way  of  snel^        ,     u^'" 
through  the  course  of  its  history  LI  hs  ea^st  reldf  Th' 
twenty-six  characters  known  as  the  abhat^t  Tn  ^  ^* 

e«e„s,v=  cor,e.po„dence,  brevity  i„  .ri.ing  w^ri^f  "° 
s.de,a.,„„.    ftesen.    condfions;  dependj.  Zn   a  h,X 
developed  commerce,  have  nroducert  ~.„  j         j  °     *   '^ 
graphy,  and  our  slo^  and  SZ  oTo^™       -"*  '"  "'''°- 
.hongh.  .o  paper  s-ggestslStion'"  "'  """'"'"'' 
Characters  which  are.formed  in  imiution  of  crude  shaoes  of 
animals  and  processes  of  driving  them    are  ^tmTjATl 
w«hm.,e  modification,  and  from'a  p^^ic"  s^nd^'t  w:tt:,^ 
perform  the  operation  of  swinging  the  oxsoad  3   j        . 
douhle-humped  c.™e,  with  safed^^plX    "nrfrttf 

1& 
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writing  we  have  been  patronizing  the  stage  coach,  as  a  means 
of  transportation,  when  we  might  have  had  a  parlor  c«r  at 
cheaper  rates. 

In  many  words  of  very  frequent  occurrence  the  writing  which 
obtains  to-day  is  wonderfully  crude.  For  example,  the  words 
"the"  and  "with,"  monosyllabic  in  sound,  and  each  pro- 
nounced with  one  effort  of  the  vocal  chords,  are  long  in  forma- 
tion and  are  not  in  harmony  with  the  processes  of  the  mind. 
For  the  last  two  hundred  years  repeated  attempts  have  been 
made  to  shorten  our  system  of  writing,  but  the  mechanical 
operations  devised  are  not  satisfactory,  as  the  writing  is  indis- 
tinct and  so  laborious  to  learn  that  only  the  few,  after  many 
months  of  memorization  of  hundreds  of  disconnected  rules, 
are  capable  of  recording  the  words  of  a  speaker  with  a  partial 
degree  of  accuracy. 

The  consonants  in  our  language,  which  alone  the  old  sys- 
tems represent  in  shorthand,  are  not  sounds  but  mere  articula- 
tions, and  consequently  the  name  "  phonetic,"  as  applied  to 
the  old  systems  of  shorthand,  is  a  misnomer.  The  name 
might  appropriately  be  applied  in  the  old  systems  if  the  vowels 
were  represented  with  the  consonants,  but  if  this  were  done, 
the  so-called  shorthand  would  be  longer  than  the  longhand. 
The  name  "  phonetic,"  according  to  the  scientific  principles  of 
acoustics,  can  only  be  applied  to  a  distinct,  individualized 
sound  as  represented  in  syllables. 

The  title  "  Syllabic  Shorthand  "  has  been  applied  for  many 
years  to  systems  based  entirely  on  the  letter,  and  differs  in  no 
particular  from  so-called  phonetic  systems.  The  reason  why 
this  name  should  have  been  used  is  difficult  to  find.  The  only 
explanation  appears  to  be  that  the  systems  have  no  system, 
that  the  representations  of  sounds  are  in  accordance  with  no 
sound,  that  there  is  no  beginning,  middle  or  end,  and  that  it 
matters  not  what  name  may  be  given  to  it. 

The  word  "  syllabic  "  is  derived  from  two  Greek  words ;  the 
first  means  **  with  "  or  "  together  with,"  and  the  second  means 


/^* 


INTRODVCTION.  „ 

"  to  t.kc  »  or  -to  pl.cc,"  .o  that  the  word  i.  .pplicable  to  the 
union  of  two  or  more  letters  in  one  louod.    Our  words   for 
the  purpose  of  clearness   in  spelling  or  pronunciation.'  are 
d.v.ded   .nto  syllables.    The  old  notion  obtained  that   the 
number  of  syllables  in  our  language  wa.  very  great,  even  tens 
of  thousands  ;  but  this  belief  i,  a  mistake.     It  is  possible  to 
form  tens  of  thousands  of  syllables  from  the  alphabet    but 
many  of  these  syllables  are  difficult  to  pronounce  and'ver,- 
unpleasmg  to  the  ear.  The  natural  instincts  of  the  human  race 
chose  only  the  most  euphonious,  and  these  are  112  in  number 
and  of  this  number  about  fifty  are  rarely  used. 

The  proposal  to  employ  characters  to  represent  syllables  at 
first  suggests  the  thought  that  this  involves  the  use  of  a  vast 
number  of  characters ;  but  nint  different  characters,  arranged 
m  different  positions,  with  three  rule,,  are  su^cient  to  obtain 
the  differentiation  of  each  syllable.  This  ex  ains  how  in  one 
month  the  average  student  may  attain  a  s,  .ed  of  100  words 
per  minute,  and  this  speed,  by  subsequent  practice,  can  be 
extended  to  200  words  per  minute,  and  the  writing  i  read  « 
easily  as  longhand.  * 

The  voice  is  given  by  nature.  Its  elements  are  pure,  brief 
and  admit  of  little  alteration.  The  characters  which  represeni 
voice  sounds  are  purely  human,  and  are  subjected  to  chanee 
and  improvement.  The  movements  of  the  hand  in  writing 
may  be  made  to  correspond  to  the  movements  of  the  vocal 
o^ans  m  speech.  This  book  sets  forth  the  principles  upon 
which  these  operations  are  practical. 

ROBERT  BOVD. 
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PART  I. 


I. 


THE  CHARACTERS. 


THE  characters  used  in  the  Syllabic  System  of 
Shorthand  are  nine  in  number,  as  shown  in  the 
accompanying  design.  The  student's  first  step  is 
to  fasten  these  firmly  in  mind  and  then  practice  for  at 
least  an  hour  in  making  them.  Practice  until  you  can 
make  them  without  any  variation.  Be  exact.  Learn  to 
make  the  characters  twice— a  thousand  times— alike. 
Once  you  have  acquired  the  skill  of  making  each 
character  just  so,  your  notes  will  never  present  the  least  difficulty 
when  you  are  ready  to  read  them. 

Plate  I  shows  the  sixteen  varied  positions  which  each  of  the 
first  five  characters  assumes.  Note  that  character  1  represents 
all  syllables  in  a;  character  2  all  syllables  in  e;  character 3 all 
syllables  in  //  character  4  all  syllables  in  o/  character  6  all 
syllables  in  u. 

Note  that  character  1  assumes  sixteen  different  positions- 
four  horizontal,  four  verti'cal,  four  right  oblique  and  four  left 
oblique.  The  same  arrangement  holds  for  all  of  the  first  five 
characters  (with  the  exception  of  the  /character,  in  which  four 
variations— ly,  «,  in  and  /«— are  made  for  the  sake  of  simpler 
characters). 


a 


23 
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All 


jal 
lan 


"If"' 


K^. 


est 


oscrr 

Of 


01 

on 


1^  .mv>5 


UK 
US4 


un 


t 


PLATE   I. 

Note  that  in  each  of.  the  five  groups  characters  representing 
A  f,  /,  and  n  are  horizontal ;  e.g.,  a/,  el,  il,  o/,  and  ul  are 
horizonul.  Characters  representing  r,  ^,/  and  rf  are  vertical ; 
e.g.,  ar,  tr,  ir,  or,  and  ur  are  vertical.  Characters  represent- 
ing/, w,  V,  Andy  are  oblique,  and  are  made  with  an  upward 
movement  at  an  angle  of  forty-five  degrees.  Characters  repre- 
senting />,  m,  g,  and  z  are  oblique,  and  are  made  with  a  down- 
ward movement  at  an  angle  of  forty-five  degrees.  * 
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Note  that  each  character  assumes  sixteen  different  positions. 
Fix  firmly  in  mJnd  the  fact  that : 

t,  s,  /,  n,  characters  are  horizontal ; 

r,  c,/,  (f,  characters  are  vertical  ; 

/.  w.  v,y,  characters  are  oblique  (upward  movement) ; 

^,  w,  ;f,  z,  characters  are  oblique  (downward  movement). 

When  you  have  learned  the  sixteen  positions  for  one  vowel 
you  know  them  for  five,  hence  you  know  the  positions  of 
eighty  syllables. 

REVIEW. 

1.  How  many  groups  are  formed  from  the  first  five  syllables  ? 

2.  How  many  syllables  has  each  group.and  are  their  positions 
the  same  ? 

3.  How  many  different  and  distinct  syllables  are  formed  by 
the  first  five  characters  ? 

4.  Is  there  any  way  i>y  which  you  may  learn  80  syllables  by 
learning  16  ? 

6.  How  many  exceptions  are  there  to  the  fourth  question  ? 

EXERCISES. 

1.  Write  out  all  of  these  characters  in  a  row,  then  close  the 
book  and  under  each  character  write  the  letters  for  which  \^. 
stands. 

2.  With  the  book  closed  write  the  o,  e,  i,  o  and  u  groups  as 
they  are  written  in  Plate  I. 

3.  Practise  these  exercises  until  you  are  perfectly  familiar 
with  every  character,  whether  it  is  in  the  group  or  standing 
alone.  No  progress  can  be  made  until  you  have  mastered 
these  elements. 


iThe  syllables  iw,  iy  and  nw  do  not  occur  in  ordinary  English. 
They  appear  in  the  Plate  to  complete  the  group. 

The  coTisonantsy,  h,  q,  k,  and  x  will  be  considered  in  a  subse- 
quent lesson,  together  with  double  consonants  and  special  charac- 
ters  introduced  for  the  sake  of  speed. 


2t 


BOYDS  Syi.I,ABK  SHORTHAND. 


RULE    I 


JOINING   SYLLABLES. 


m 


In  this  system  of  shorthand  each  word  is  a  complete  line, 
regardless  of  the  number  of  syllables.  The  pen  should  not  be 
raised  in  forming  any  word.  £acA  character  is  added  to  the 
right  of  the  preceding  one^  and  the  movement  tends  to  the  right, 
upward  or  dmvnward,  as  convenience  permits. 

Note  how  the  syllables  are  joined  in  the  following  exercise : 


'•-^      2./<^  3./^ 

^I'Lj^  «.>^^  .13. ^« 

\^^        I7.~s-z>  iac^-»    19.\^ 

**n,      ^^^  iS.\_    ?i4.J[ 


14.(1 


1.  alum  2  oval 

6.  it  is  7.  adin 

11.  ironical  12.  upon 

16.  emur  17.  elen 

21.  used  22.  avoy 


3.  ever 
8.  oven 
13.  aber 
18.  utal 


4.  atomic 
9.  ower 
14.  acid 
19.  abut 


23.  abat(e)    24.  ilef 


5.  'V' 

15.  'Lo 
20.  1^ 

5.  abov(e) 
10.  awed 
n.  erol 
20.  adag(e) 
25.  imor 
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Write  the  shorthand  for  the  following  (write  the  words  with 
theirnumbers  and  opposite  each  write  the  proper  character):— 

1.  ager 

6.  esaz 
11.  init 
16.  oran 
21.  upas 


2.  abam 
7.  enuf 
12.  isac 
17.  oval 
22.  utaw 


3.  arue 

8.  erod 

13.  ipay 

18.  opal 

23.  oral 


4.  away 

9.  etum 

14.  imen 

19.  ober 

24.  user 


5.  abim 
10.  evic 
15.  ibet 
20.  over 
25.  unit 


V    I 


Write  the  following   characters  with   their  numbers  and 
opposite  each  write  the  word  which  it  represents  :— 


5.  <->q 
8.    O 

15.  5 
l8Q_n 


83.^ 
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II. 


CONSONANTS. 


PART  1.  took  up  the  various  characters  used  in  the  Syllabic 
System  of  Shorthand  in  the  five  vowel  groups.  The 
student  is  now  ready  to  take  up  the  subject  of  conson- 
ants. Of  the  five  characters  used  in  the  five  vowel  groups,  the 
second  character,  or  t  syllable,  is  the  most  easily  written,  there- 
fore  the  e  syllable  is  taken  as  a  basis  of  the  character  for  the 
consonants. 


RULE  11. 

To  writt  any  one  of  the  sixteen  consonants  use  the  e  syllable 
one-half  the  size  that  it  is  written  in  the  e  vowel  group.  For 
example,  /  is  written  one-half  the  size  of  et ;  I  is  written  one 
half  the  size  of  */;  and  so  on  for  all  of  the  sixteen  consonants ; 
thus,  to  write  the  word  ten,  write  /  one-half  the  size  of  et  and 
add  the  syllable  for  en. 

As  the  student  becomes  more  practiced  the  initial  conson- 
ant of  many  words  may  be  discarded,  as  there  is  no  possible 
chance  for  confusion.  Similariy,  consonants  beginning  a  syl- 
lable in  the  middle  of  a  word  (medial  consonants)  may  be 
d  ,carded,  as  aUo  may  final  consonants  except  in  making 
delicate  discriminations. 
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EXERCISES. 

1.  Write  the  character  for  each  of  the  following  sixteen 
consonants  :  /,  s,  /,  n,  r,  c,  /  </,  /,  w,  v,y,  fi,  m,  g,  z.  The 
characters  for  these  consonants  need  not  necessarily  be  one- 
half  the  size  of  the  corresponding  e  syllable,  but  may  be  writ- 
ten as  small  as  possible.  I'he  only  consideration  is  that  they 
be  distinct.  In  beginning  it  will  be  to  the  student's  advants^ 
to  write  them  one-half  size.  After  practice  they  may  be  re- 
duced in  size  and  finally,  as  suggested  above,  in  many  cases 
they  may  be  totally  discarded. 

2.  The  following  words  show  how  the  initial  consonants 
are  joined  to  vowel  syllables.  (Practice  these  until  you  are 
perfectly  familiar  with  them  and  can  write  them  rapidly.) 


^ 


A 
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81 


I.  tar 

il- '"« 

Id.  gav 
19.  gun 
25.  yew 
31.  sir 
37.  fig 
43.  mit 
49.  nor 
55.  wot 
61.  tug 
67.  fun 


2.  sat 

8.  day 

14.  ted 

20.  red 

26.  bid 

32.  lip 

38.  did 

44.  gin 

50.  rod 

56.  vow 


^ 

r 
^ 
^ 


3.  lad  4.  nap  5.  ran 

9p«i  10.  war  11.  van 

15.  sew  16.  mud  17.  leg 

21.rew  22.  den  23.  p#.t 

27.  was  28.  men  29.  gem 

33.  nip  34.  rib  35.  cid 

39.  tip  40.  win  41.  vim 

45.  zip  46.  ton  47.  sob 

51.  cob  52.  fop 

57.  yon  58.  boy 
64.  nub 

•-.      ««..uug     o;,.pun  70.  bur  71.  yum    72.  but 

numi'!:'"  'IJ^"*^"^  the  following  (write  the  words  with  their 
numbers,  and  opposite  each  write  the  proper  character). 

1-  tar         2.  sao        3  laH         4  »»_       r  .      ^ 

6.  cab 
12.  yam 
18.  set 


62.  sup      63.  lug 
68.  dug     69.  pun 


6.  can 
12.  may 
18.  net 
24.  web 
30.  tin 
36.  fit 
42.  big 
. . .  -w„      48.  lop 
53.  bog     54.  pod 
59.  nap     60.  God 
65.  run      66.  cub 
71.  yum     72,  but 


1.  tar 
7.  fag 
13.  bar 
'.9.  led 
25.  wet 
31.  sit 
37.  pin 
43.  toy 
49.  fog 
55.  boy 
61.  nut 
67.  fun 


2.  sap 
8.  dan 
14.  mat 
20.  new 
26.  yet 
32.  lip 
38.  wit 
44.  sot 
50.  don 
56.  mot 
62.  rub 
68.  bun 


3.  lad 
9.  pal 
15.  gas 
21.  red 
27.  bed 
33.  nil 
39.  vis 
45.  log 
51.  pot 
57.  God 
63.  cup 
69.  nub 


4.  nap 
10.  wag 
16.  zag 
22.  fed 
28.  met 
34.  rip 
40.  bid 
46.  not 
52.  won 
58.  tub 
64.  fur 
70.  gut 


5.  ray 
1 1 .  can 
17.  ten 
23.  dew 
29.  get 
35.  fig 
41.  gib 
47.  rod 
53.  bon 
59.  sun 


24.  peg 
30.  tip 
36.  dip 
42.  zip 
48.  cow 
54.  yon 
60.  lug 


65.  dug     66.  pup 
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VVrite  the  following  charactera  with  their  numberi,  and  the 
word!  which  thny  represent :— 

.1 


^ 


I4\       »7i-J      IB^      „     )         2o\ 

a»    I       SOM       31  \^       52<^-l0     33*»-_   y^\j 
3*"  I       57*^       38  t/    ^j'-O  ^^ 


7 


aa 


*'r  *  f    *'«3    *^^    -7'^  -^^ 

90    I;        51     L        52  n        S3  f 1   v>  C 55  S 


60 


59 


61   ^      42^ 


<.a 


49 


95 

7*^   75  \     7^   <      75 ->^    74"^    77-v. 

102   '—  103"  104 -'""1  iOff    L 


'7  J>    »«    I 

7.    I 

78*^ — 

92  or      93    7      ^  "^       y,  Q_ 
99  \^      too  -y^    lOil—^  102  ^— 
lot./        107^ 108''~~^109\ 


no 


m 


112  ^ 


US  X       l»  "%  115  ^ 

120  -/      Iftl  "^  128 1- 

127  ]-/     J28   i  189  L 

134   d      133 ^J  134 

Kl  * — P  W2  H  143  «^ 

148  c^  W9  "]  150  '^ 

155  "^  134  c^  J57  * c 

I42  • — D143X^  14<»    / 

1^9^ 1  170  1 171  *<^ 


130 
137 


"«•  Jb  117  /^  118 -"r^  119^^ 

103  'N  ia-»<K     iM  b     »4i/^ 

U  l3l  \      i3S:  V      133'' f 

r'      »  l-Se  e-^^^  139  "-^     I40e-^ 

144  '^  145  *T/    144  "T 147  "V^ 

»5l  •       '  l52X^   l53^*\l54*o 

158  *\J  159  <^  IbO^-^  141  « ^ 


1(,S       I      Ibb' 1  147 

172    S    IJ3*^      I  174 
'7'  *<■      177*^     ^7Q^     \p'^~^  Iflof         181i 


175*'^— 
182 


PART  III 


in: 


CHARACTERS  NUMIIEK    i,  7.  K  A.VI)  ». 

fo.r  which  .r.'  ','"'  ■'""""' ''  '«"■''  f"  'h--  remain  „g 

Notice  that  character  0  falls  into 
•  group  similar  to  the  vowel  groups, 
and  is  used  in  writing  the  follow- 
'"»  =-^' ''''•«.  A'.  ^.M^/.x.,/y. 

^^t>,    S7V,   /«;,    ,«,   j„^   ^j,       ^.pj^^.^^ 

'»  no  syllabi,    for  the  character  at  <»>^  ' 
the  lower  right  hand  corner.)  ^* 


cr< 


ce 
ly 


Iw 


/^l 


TT 


ni^V* 


(p. 


^tnr  UJI7 


The  use  of  character  7  may  be 
shown,  as  in  the  accompanying  de- 
»'gn,  by  a  broken  circle.  The  eight 
different  positions  which  it  assumes 
determine  the  following  double 
consonants:-//,   c/,  yf,   s/,  pr,  M, 

in  tui.  A    •  ^°"''  °*^"  characters  are  shown 

m  this  design,  namely.  ,^.  .^.  ,>,  .^  ^^.  .j^^ese  charTctrr" 
must  not  be  confused  with  the  character  for  the  ,  syUable  of 
which  they  would  form  a  part  but  for  the  simpler  charate^ 
uted  in  that  group  to  take  their  place. 


^ 


ch/ 
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Character  8  is  used  in  four  different  posi- 
tions, as  shown  in  the  accompanying  design, 
namely,  to  represent  bl.fr,  rt,  dr. 

Character  9,  the  simple  straight  line,  is 
used  to  represent  the  four  double  consonants 
shown  in  the  accompanying  design  —  fo,  th. 
sh,  wh. 

The  student  now  has  before  him  all  the  characters  of  this 
system  m  all  the  different  positions  which  they  assume,  with 
the  exception  of  several  convenient  characters,  speed  forms 
and  phrases,  which  will  be  considered  in  Part  IV. 


|to 
— th 


,)  • 


RULE  III. 

It  is  necessary  to  explain  that  alt  monosyllabk,  beginning 
wjth  a  consonant,  other  than  those  shown  in  the  preceding 
designs,  are  represented  by  the  corresponding  e  syllable  written  fn 
tne  regular  7vay. 

For  example,  my  equals  em  and  is  written  with  the  em 
character. 

The  following  are  all  the  monosyllables  beginning  with  a 
consonant  which  are  represented  by  the  corresponding  .  syllable 
written  m  the  regular  way.  >y"aoie 


be,  by  or  bye. 

do,  die  or  dye. 

go. 

lo,  lee  or  lea. 

me,  my  or  may. 

no. 


pa  or  pie. 

so,  see  or  sea. 

via. 

we. 

you  or  ye. 


NoTE.-Thus  be  and  by  are  both  written  with  the  eb  charac 
ter,  but  the  context  will  readily  show  which  of  the  two  words 
the  character  represents. 
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EXERCISES. 


1.  crab 
5-  grower 
9.  draw 

13.  snow 

17.  oxalic 

21.  stab 

25.  flap 

29.  the 

33.  from 


2.  dray 
6.  Philip 
10.  swim 
14.  smut 
18.  luxury 
22.  spit 
26.  slit 
30.  when 
34.  read 


3.  once 
7.  scow 

11.  dwindle 

1 5.  axel 

19.  prow 

23.  plan 

27.  prod 

31.  shad 

35.  bribe 


.     4.  gladly 
8.  tremble 
12.  twelve 
16.  explore 
20.  chew 
24.  plod 
28.  to 
32.  blow 


Write  the  following  sentences  in  shorthand  : 
1-  Time  and  tide  wait  for  no  man. 

ticany'Ild.'""^"'^^^^^  ^°^"^^"'^'  ^'^  ^-lution  prac- 

4'  TrZnT' '''  '""""^  '^^''"«^  «f y°"r  employer. 

4.  I^rustrng  to  receive  an  early  reply  ^ 

5.  We  are  in  receipt  of  your  favor  of. 

6.  There  is  no  excellence  without  great  labor. 


I 


PART  IV. 


X 


I 


IV. 


SPEED  FORMS.  PHRASES.  WORDS  AND  LETTERS. 

Parts  I.,  II.,  and  III.  contain  aU  the  shorthand  characters 
used  m  this  system,  except  the  characters  for  the  vowels  a.  t 
t  and  e..  when  these  letters  alone  form  a  syllable;  the  conson- 
ants^, y,  k  and  q  ;  speed  forms  and  phrases.  These  features 
of  the  system  have  been  withheld  from  the  student  to  avoid 
any  possible  confusion.  As  the  regular  forms  have  been  fully 
explained  in  the  preceding  parts,  the  student,  if  he  has  fully 
mastered  them,  is  ready  to  go  on  with  the  work  presented  in 
rart  IV.,  the  last. 

No  special  punctuation  marks  are  required.  The  regular 
punctuation  marks  are  not  similar  to  any  characters  of  the 
system  and  their  use  cannot  possibly  lead  to  confusion. 

SINGLE  VOWELS,   a,  e,  /,   o. 
To  represent  a,  e,  i,  and  o  when  standing  alone  use  the  fol- 
lowing signs  and  letters  :a  =  c;e  unchanged  -,  i  =  ,  ■  o  ~ 
unchanged. 

CONSONANTS,   h,  J,   k,  q. 

The  letter  h  is  silent  except  as  an  initial  letter,  and  iu  case 
It  IS  necessary  to  make  a  delicate  discrimination  the  letter  may 
be  represented  by  a  tick  placed  before  a'character.     The  same 

page '/r  ^  '^''''^''  ''^'"'"''  ^"''  ''  °'  '■^'  ^^  ^^^''^  °" 
The  lettery  has  no  separate  character.  The  sound  may  be 
represented  by  the  letter^.  The  letter/  may  be  represented 
by  the  character  for  t.  No  confusion  can  arise  from  this  sub- 
stitution. 

The  letf  srs  k  and  q  are  represented  by  the  character  for  c  ■ 
qu  1%  represented  by  the  sign  for  ux. 
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_     ,  SPEED  FORMS. 

.nle*  r]!St^'r?a'StS'.^^rtA'!^'r^^         -  ?'  «»♦««.  Import- 
fatnilUr  with  them.    WHt*  ■#v»r«i  !tVv-f^  .  **  '*'*"'  »»»»  yow  are  Dcrf^l* 
occur.    It  i.  upciV  «.rfent'a'S^2S^of'S^^^ 
■uccnt  dcpeodaT  ""«"*  ■  muury  of  these  forms  that  thcdcgrM^ 


ran  or  came=c=  J 
</«/  or  doHe=d»  I 
h€ = longhand  {e) 

get  got  getting  orgotton^g^  %. 

atukthus{  s  )  placed  before 
a  character  represents  (A) 
after  a  character  (^) 
or(<y) 

/ay  /aiV/  or  tain=t^  - 
«»ai^  ;«tf^^  or  tnahing:>Bm^  V 
«wa/  or  neur=n  =  -» 
thelongha»d{o)  is  used  in  some 
ivords   thus—{  r  oath) 

andi  O-  ouifht.) 
put^p=z  / 

are=^-=    i 

say  said  or  samt=is»  A 

tahe  took  or  taken— t^m  «- 

wtth'Bsw^  *^- 
your=y=  *• 

»*«/  laAy  zcAo  ii/>lojr  or 

Ufhonisauih  =:\ 
»Atf/  or  tvhich=}i  a'*=-\ 
shall  sh^  or  msh=sh=  ^ 
shoutd:r=yi  sh^  - 
«irA  i«r*  wwA  or  check=ch^  ^ 
avuld'^=od=  k 


could=iud-=  C 

the  though  or  thee=th=  _ 

/A<y  M<w  or  thinks  ^  th^  - 

that=doudleth^ 

eo;  comoTcjme=  v 
<w/  or  ««/=  /v 
ing=:in=s  ^ 

some=otH=\ 

something's  ^ 

home=om  &  tick  be/ore=^ 

any==^n  &  tick  after ^  -, . 

anything=i  — w 

fill  M  fell=.Jl=  ^^ 

street=st=*  y^^ 

call^cl=  ^ 

sell^sl='^ 
from=fr=^ 

adle  or  a*/^  to=6lsa  >- 

have  orfavor=av=  -^ 

A  loop  thus  {   «.   )  represents 
the  letter  {s\  and  is  chiefly 
used  with  the  syllables  oj 
the  large  and  small  circle 
place^pi  iSf  loop  ( j)=  ^ 
Price=pr  &  loop  {s)=  ) 
tion  or  sion^yi  sh^  • 
trans  or  across^  x 
circum^s.     \^ 

se=selves^=ce=a  _s 
x=ex=i  A_ 
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PHRASES. 


opportunity  is  f^y^„  fo'  !h.  T  ''^"°"   "^  ^y"«l>'" 

and    taste'  In  TonVwo  ds  T^'^r'  "'"''"^' j^^^^-* 

syllables  are  suffideni  Tffi Lf "'?"'   '''  '"^  "^  «"*  »-<> 
mcent     Affixes  are  ':nown  from  the  context. 

1  he  foIJowmg  phrases  are  so  frcoue ntiv  .,««^  • 
dence  that  it  will  be  to  the  stude  S  J  ^  .         '"  ^^^^'PO"- 
as  they  are  written  here       ''"**""  ^  ^^^*"^^g«  ^o  learn  them 


..T,  a.;  v2 

onroifc.«A-i7.'jJ* 

1.  Dear  Sir: 

3.  Vours  respectfully. 

5.  We  may  be  able  to. 

7.  In  reply  to  your  letter. 

9-  We  shall  be  pleased  to. 
H.  Smaller  than. 

Less  than. 
^  4.  As  soon  as. 

16.  We  are  in  receipt  of  your 

letter. 
19-  In  our  last  letter  to  you. 


4.0     5.^    6.C.^7.t_ 
"   <     l«.Z-    13.%  i4,r-o 

2.  Yours  truly. 
4.  It  is. 

6.  In  regard  to. 
Referring  to. 
Concerning  the  matter. 
8.  More  than. 
Greater  than. 
10.  We  hope. 

12.  For  example. 

13.  By  and  by. 
15.  One  by  one. 

17.  On  account  of. 

18.  We  enclose  herewith. 
2^.  At 


once. 


21.  We  have. 


M 
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LIST  OF  GENERAL  BUSINESS  PHRASES. 


We  shall  h»ve  ,,^ 

This  is    \ 

We  shall  be  pleasM  to 
hear  from  you  by 
return  mail  (•^""'^^ 

To  say  tliat  » *^ 

To  say  that  we  are 
unable  to 

I  shHll  have  much 

pleasure 
He  is    JU 
In  regard  to  the  matter  .»^_^ 

I  am  in  receipt  of  your 
telegram   ^      <> 

We  mi^ht  be  able  to  tW^ 

This  IS  the  first  we  have 

heard  of  thU 
1  shall  be  unable  to 
In  reference  to  "v^ 

We  would  say  that  we 

are  doing  c^^W— c^^ 
To  lie  able  to  make  \^ 
I  shall  be  obliged  v^'Vv 
A«  far  as  possible  »— n. 
In  consideration  thereof  ^-^^-^ 
Bill  of  lading  /*^ 
As  soon-as  possible 
Yours  ver>'  truly,  % 
I>ear  Madam.   I 

As  far  as  we  may  be  able 
to  do  so 


I  hope  we  shall  be 
able  to  t^"*^''''^ 

I  know  that  you  will 

give  this  your  beat 
attention.  \.-. 

We  will  be  pleased 

to  hear  from  youA^'A^ 
Would  say  that.  ^— 

We  would  say  that  this 
i>  the  first  we  have 
heard  of  this. 

We  hope  t^ 

Would  be  able  to  k' 

That  we   — e-^ 

That  you  shall  be 
able  to  — -"'^ 

That  price v 

We  beg  to  say  thatc"^, — 

We  are  in  receipt  of 
youreateemrd  favor  < 

Do  not  insist 

To  call  on  the  first ' 

I  will  >_» 

I  will  have 


We  beg  to  acknowledge 

receipt  of  your  favor.«X<-->» 

Of  course   S^ 

Should  think     y 

So  that  < 

It  is  impossible  Qr 

That  such  -^ 

As  soon  as  receiv< 
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LIST  OF  GBNBRAL  BUSINESS  WORDS 


knowledge  — > 
advertisement  L 
information  '^-w 
remarkable  S 
assignee  • — » 
accumulate  -^ 
accept  y 
cashier     ^ 
character  ^  i 
clerk  /^ 
clerical  /^^ 
collateral  /-'— 
combination  >a>' 
commerce  vi 
commercial  "^ 
committee  vt 
commission  v^ 
company  v, 
competent  v^*- 
competition  v'^ 
superintendent    j 


corporation  «_. 
currency  a_^ 
custom  ^^ 
deficiency  ^ 
inefficiency  -p«' 

disburse  U* 

drawer  j*-— 

elevator  —x*^ 

embezzle  X* 

employ  "^ 

enterprise  a. 

establish 

exchange 

expect  --: 

finance 

foreign  "^ 

forgery  >. 

freight  'N — 
guarantee  \ 
honesty  — »-^ 
esteemed . 


BOri)'4  SVU.AUC  baORTMANI). 

LIST  OP  OBNERAJL  BUSINESS  WORDS 


communicate  v-» 
instructor  "•^^i 

correspondence  f 
legibility  -^ 
de|)artment  S 
straightened  — i 
satiRfactory  • — ^ 
support    ^ 
manufacture  ^ 
reasonable  ^ 
considerable  \ 
confidence  "^ 
following  ^"-^ 
irregular    I 

consumate  v*^ 

presume  X^ 

neighborhood  ->i 

success   (2 

addressed  «""* 

practical  y 

insolvency »*  ^ 


transit  ui 

circumstance^^*^ 

coll^/^ 

different  U* 

vessel  •'^ 

speech  ^-^ 

persist  X^ 

expression  ^— <^ 

surrounding  !L^ 
representative  \ 
substitution  *\— ^ 
similar  *"-* 
reimburse  ^^ 
vicinity  ^^^ 
recent  ^ 
consequence  >^"^ 
phrasing  >n 
recite  V 
subject    •^ 
sincerely  «^ 
rectify  ^» 
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LIST  OP  GENERAI,  BUSINESS  WORDS, 
invettnuent  ->*v«* 
invoice  m^ 
Rierchandiie  \/ 


method  v. 
miicellaneous  \^ 
negotiate  \^ 
parrel   1 
partner  \^ 
persuade  \^ 
petition  ^^ 
possession  ^^ 
preparation  j 
application  (, 
proposition     ^ 
appraise    ^ 
proposal  ^ 
purchase  L^ 
relate  ^ 

recommend  S-^-. 
remittance  "s^ 


remuneration  S-^ 
respectfully  S^ 
specialty  V». 
especial  j<^ 
responsible  V 
secretary  / 

Mlary  ^        , 

deduction  \ 

scheme  [i 

ttipulate  -^ 

surety  9, 

swindler  y*\ 

testimonial  ^-^.^ 
valuable  ^^-^ 
transaction  k  J 

transubeuntiation 
ecclesiastical  -s*-^^ 
celestial  /"■"*- 

transformation  %  \, 
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BUSINESS  LETl'ERS. 

In  the  following  letter  note  the  characters  used  for  such 
phrases  as  "your  favor,"  "at  hand,!'  "in  reply,"  "would  say 
that,"  "  must  be,"  "we  think,"  "you  will,"  "  we  might  be  able 
to,  "  we  have,"  "in  reference,"  "  we  would,"  " to  hear,"  "you 
soon,"  "we  are,"  and  "very  truly  yours."  Practice  writing 
this  letter  and  the  letters  that  follow  until  you  can  write  them 
at  an  average  speed  of  100  to  150  words  per  minute. 

««»«Mo,   111.,  jun«  lOU,   IMS 
John  Job**,  Itq. , 


Clil«ago> 


0«ar  Sir; 


^ 


Tour  favor  af  tha  9tb  Inat.  at  hand,   and  !■  rayly 

^     r  —  —  ^    -n  ^ 

••ttld  aay  tbat  tha  atera  and  baaaaant  isa  vma  Straat,  nat 
fc—       -   --^  _, ^,^      ,^_^ 

ba  raatad  tosathar.  *a  thlak  tbat  it   yea  vtll  uka  aa  aa 
•ffar  of  taaoo  on  a  laaaa  af  two  or  tbroo  yaara.  va  Bltbt  b* 
•bla  to  afoara  tba  atara  and  baaaaant  for  yea.  and  In  oaaa 
ytfa  bad  aa  aaa  for  tba  baaaMat.  «a  abaald  hava  na  dtfftaaltv 
ta  aaourlnc  yea  a  tanant  for  it. 

la  lM«o  oovoral  partlaa  talkins  la  rafaraaaa  ta  tha 

^^        ^  I  \  -^  »  - 

rontal  of  this  atera,  and  aa  would  argo  proapt  aotjoa  abauld 

yea  doaira  to  aoeoro  It   aopiac  t«  boar  froa  yea  aaaa 

aa  ara. 

*^ 

Vary  traly  yeara. 


} 
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J.  f    Cro,,,   E,q..  Toronto,   Ont.,  Aug.    I8ih,    l»oa. 

'"'  ^  -»  \.  -, 

Toronto,   Oni 
»-  -. 

Dear  Sir:- 

) 

»•  -ro  in  ro««ipt  of  your  Uttor  of   tho  19th. 

inat     •ndinr.ply»ould^:rTh.t  w.  .h.n    h.y.  m'.li    ' 
probability  .  „.,,  propo.ltion  to  ..k.'^.  ,„  ,.,„,  7, 
ih.  .tor.  on  Klng^r..t  b^y  th.  f  ir.t  of  th.  Tonth.      w. 
»no.  or  no  lo«tion  .0  .u^.bl.  to^o^ur  Hn".  of'bu.ln.*^ 

._-   th.  .It.  .bov.  ..„Tion.d.    .nd  thln^k  it^ould  b.'^.pe.. 

-tl.    ror    you    to    ..,„.    .    b.'tt.r  '.tor',    .t    U.    r.tt 

.p.sifitd  In  our  la.t  l.tta*      «>  

V.  -      /   ^••W.tt.r.     »•  r.gr.t   to  ..y   ih.i   ,hi, 

».   th.  b..t  off.r  *.  can  aak. 

-    ^     ?      -,      ^  '  H: 

•lU  m..i  you  •«  far  .«  po..lbI.. 


to  furtb.r  t.ra.  w 


Hoping  to  h.v.  a  favor.bl.  r.ply.  „  .„, 
V«ry   truly  your., 


M 
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J*  v«  wtait*.  ■■«•• 
Chloato*  111* 


MontrMl,  Jan.  13,  l»0S. 


Omt  Slrt- 

In  r«pl7  to  your*  of  tho  10th  Inot*,  wo  would  aay 
-I      ,   .    f .    ,y^ 

that  tha  gooda  you  ordorod  woro  aont  to  your  town  on  tho  aaac 
-   H    <i'    I     -^       M       ,       i-      »_T,  ^    -     ^ 

^y  that  tho  involoo  waa  aont  to  you*  If  thoao  gooda  hav* 
not  aa  yot  roaohod  you,-  kindly  lot  ua  know  by  rotum  mall, 

•"'"•—«->'     ^  r-.  <—  r-N  — >'N   w^    ■"*— 

and  wo  will  find  out  froa  th*  Canadian  Bzproaa  Co*,  what  th* 
oaua*  of  th*  dolay  ia,  and  tak*  tho  noeosaary  at*p*  to  hav* 
th*a  4*liv*r*d  to  you* 

Thanklikg  you  for  paat  favora,  and  hoping  that  tho  dolay 


will  not  aorioualy  inoonvoniono*  you,  wo  ar*. 


Vary  truly  youra. 
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ftl 


■oatrMi,  Auc.  u,  1903. 


Omt  tin. 

ftUowlac  preposition  t 

^  i 

It  you  Will  kindly  oond  us  •  .o»,  -•  .v 
r   ^^  "  •  ••W'  •'  «»•  wording  you 

«Mlro  for  tho  P...0.,  „  ,„,  -a  i*  . 

•^         f      _       ^  ^%—      **"**  to  you  an  eritinal 

^        _    '^^  ^  '^  «»•*  •ttU  you,  you  aro  uador  no 
«i>li««ti(m  to  u..    fhoa  mbaittiac  tho  do.i«  r.      ^     ~' 

•Bolo.0  our  prloo  li.t,  fro.  ^hi^  ,^  -„,  ..  '    .'^  .  "^ 
r^^       5       J      _. .  ^^  '•*  ■'**  »•  "bio  to  tot 

•«»  lowoat  ratoa  on  aay  oiantit*  »».  \L.  ^ 

?       .r.^      1_   !^  ^  Wtity  you  doalro.     Should  you  aot 

r^ro  tho  original  dooign  wo  will  om.  --,       '       ^     *" 
^-^        -  »  ^iT^    jZ.  «•!•■•  our  prteo 

lUt,  aa  it  would  bo  uooloia  to  ^.^.^  '        ^ 

^    -     >  t,  A  .    ''p^  ■^•'  "  n^t  doolrod. 

truma,  yo^wai  .,„idor  tho  abowo^ropo^oiUon  '^ 

favorably,  aad  thtt  wa  aay  iMar  fm.  —.    . 
-^  -.    —     ^^  "^  "*•  '•«  •*  wur  aarlioot 

•eawaaionoo,  wo  art, 

Tonra  vary  truly, 
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EXERCISES. 


•  1.  Write  the  following  sentences  for  practice  in  the  use  of 
single  vowels  and  consonants  A,y,  k,  and  jr.- 

1.  He  came  as  quickly  as  possible. 

2.  I  took  the  oath  of  office  to-day. 

3.  O,  see  the  sun. 

4.  Always  make  your  notes  just  as  clear  as  possible. 

5.  How  is  this  word  written  ? 

6.  Do  not  be  satisfied  with  inferior  results. 


2.  Write  the  following  sentences  using  the  speed  forms 
where  they  should  be : 

1.  It  is  apparent  that  he  will  be  successful. 

2.  Where  can  I  go  for  water  ? 

3.  Twenty  men  went  with  him. 

4.  Would  you  believe  what  he  said  ? 

6.  Always  examine  your  work  carefully. 

6.  Take  time  to  be  thorough.     Haste  makes  waste. 
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Write  the  following  sentences  in  shorthand  : 

1.  The  day  is  cold,  and  dark  and  dreary  ; 
It  rains  and  the  wind  is  never  weary  ; 
The  vine  still  clings  to  the  mouldering  wall, 
But  at  every  gust  the  dead  leaves  fall, 

And  the  day  is  dark  and  dreary. 

2.  A  knowledge  of  drawing  is  the  foundation  of  all  pictorial 
expression. 

3.  My  very  chains  and  I  grow  friends, 
So  much  a  long  communication  tends 
To  make  us  what  we  are. 
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4.  Our  birth  is  but  a  sleep  and  a  forgetting. 

6. 

n       w   T  October  1,  190.. 

Geo.  M.  Jones  &  Co., 

Chicago,  HI. 
Gentlemen:  — 

In  reply  to  your  favor  of  the  27th  ultimo  we  beg  leave  to 
say  that  on  account  of  sickness  our  Mr.  Jones  will  be  unable 
to  leave  the  city  for  ten  days  or  two  weeks. 

Yours  respectfully, 


Mr  S.  T.  Colder,  "   Ocober  10.  190.  . 

New  York. 
Dear  Sir : — 

We  enclose  herewith  estimate  for  doing  the  work  specified 
m  your  favor  of  the  fifth  inst  We  may  be  able  to  complete 
the  work  in  thirty  days  less  time  than  your  specification  calls 
for  At  any  rate  we  will  be  pleased  to  give  your  work  our 
best  attention,  and  feel  confident  that  it  will  meet  with  your 
approval.  ^ 

Yours  truly. 
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T^cha^r  "' '" '.  """'""'^  ''  *°  »^°^  ^--  the  several 
I       characters  are  joined  in  forming  words.     Since  a  cer 

shorthtH  "^   ,'  'u  '*''  '*"^'"^«^'  '»  ^°"°'''  that  words  in 

shorthand  can  only  be  formed  by  a  union  of  the  characters 
representing  these  syllables.  cnaracters 

Frequently  there  are  more  than  one  way  of  joining  charac 

been  t!k.n  t  '"**'"*'"'    '"  '^e  followmg  pages  great  care  has 

vtTenrtay.  '''  ^'""^"'  ^°'"^^  '"  the  most  con- 

A  large  number  of  possible  combination,  are  not  used,  but 

th.,  dictionary  shows  all  the  combinations  ordinarily  used  in 

the  word  .^//a«a/,.„.  the  tabulated  combinations  will  show 

^ZZ'Lr'r/'''  '^^  ''  "  ^°'"^^  '°  -'•  how  at  U 
joined  to  a/  /  and  how  a/  is  joined  to  on. 

letter's"  w'  ".'"T-  !T  °"'"^'-  '^'^^^^  «  "°  <Jo"hling  of 
letters^  Words  which  have  a  peculiar  spelling  in  English  are 
spelled  in  shorthand  according  to  sound 

hah,  tih;  cash  csh  ;  casi  or  cost,  est;  diy,  cty  .  dust,  dst ;  death, 

Zi    M   '  f '   r  "''  ^'''^'''-  ^'-^'  -^'   ^/->i.  SM; 
'fffA,  tth ;  etc.,  etc.,  etc. 

All  combinations  have  been  arranged  in  alphabetic  order. 
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